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12 5pril 1950

T0 s+ TRD Polioy Committee

FROM 1 Chief, Assessment Staff

SUBJECT: Qualificetions end Work Responsibvilities for the position of
Clerk-Stencgrzpher, Assessment Staff. Present reting 0S-5.

1. The guslifications for this position “re as fcllowe:

a. At least one year's study ir s schocl of tusiness administration
or equivalent practical experience,

b, Dietation speed, 120 wordes per mimute,
¢« Typing speed, 80 words per rinute.

d. Exeellent proficienc) in spellirg, pumctuation, proofresiing,
espitalization, and arithmetic computation.

. Initiative, emotional stability, sccial maturity, poles.
Bemsidle, practieal, industrious. Plessing, well-balanced personality.

f. Exoellent sbstract reasoning ability and high verbal intelli-
gence,

g+ Skillful im the use nné manipulstion of the three units of the

dietaphone, and competent in the accurate transeription of diectaphone
records intc fiaal copy.

2, The work responsibilities for this position are »s follows!:

a., Tekes dictaticn from the Chief, Assessment Staff and from senior
and junior pschologists, the psychometrist, and the ctatisticel analyst,
snd transoribes notes into finnl written form.

b, Collates and organiged rough notes, either ar'l or written,
into finsl written copy.

e, Establishes and =aintains a filing end record system pertiment to
her stenogr-phic respcnsiblilities.

d. In the absence of the acministrative assistant essumes responeibil-
ities of that position in respeet %o such matters as the scheduliny of
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Asgessment eanmes, Lhe processing of Assessment folders, the preparation of
Assosament notices, the Mstribution snd dissemination =f all incouing
and outgoing correspondence, the supervision snd cumtrol oi all Asscsawent
files, eto. (See job deseription, adwministrative eseistant/psychometrist,
Assesament Cteff, slot no. 5, 22 Umreh 1980, eapecially soction 2, para-
graphe a, ¢, 1, and n),

e, When ealled upon to do 80 ty the statistical snalyst, operates
the IBM scoring uachine.

f. Under direction from the Chicf, Assessment Steff, is responsible
for mmintaining sn up-to-debe list of American pasychologists possinly
svaileable for Assessment or C1/ employment. In additiecn, she maintains
two other liste of psychologists: (a) 4 liat of psychologists who huve been
rejected for employment, to ymerantee Chat they will not subseguently be
smployed. (b) & 1iat of psychologists who are qualified but who sre not
st pressat iatere ted in Assesszent or C.A employmemt; this latier iiss
is extremely valusble in time of war,

£+ Serves es s participant in situstion testing snd writes indi-
vidual repsrts as the result of her observations.

h., Vhen temporary srdl emergeacy clericel essistants are as:igned to
the Assessment Staff, she briefs, trains, =md supervisss them on steuno-
graphic and olerical duties, 25%11A94

Chis?, Assessment Staff

#dM/meh
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